___________________________________(YOUR NAME) 
Felisa Rincon de Gautier Institute for Law & Public Policy 
1440 Story Avenue

Bronx, NY 10473
___________________________________(DATE) 

________________________________(RECIPIENT’S NAME)
________________________________(RECIPIENT’S ADDRESS)
________________________________
________________________________

Dear __________________________________________: (RECIPIENT’S NAME) 
Paragraph #1: Introduce yourself. State your opinion.  Why you care about this issue? 
______________________________________________________________________________

______________________________________________________________________________
______________________________________________________________________________
Paragraph #2: Re-state the problem. Use facts to support your thesis.  (Include sources!)  
PROBLEM: _____________________________________________________________________
______________________________________________________________________________
FACT 1: _______________________________________________________________________
______________________________________________________________________________

FACT 2: _______________________________________________________________________
______________________________________________________________________________
FACT 3: _______________________________________________________________________
______________________________________________________________________________

Paragraph #3: Offer a solution (what do you want them to do?) Thank reader for his/her time.
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Sincerely, 
​​_____________________________________(YOUR NAME) 
